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RUKFOSE OF MANUAL

This menual describes a form for the evaluation of students
while in training and providea the specific information neceasary
for its use as a basic tool in the system of training evaluation,

The system makes explielt recognition of the division of
responsibility betwesn Training Staffs and the Assessmsnt and
Evalvation Staff, The former determine what is taught, how it
is sub-divided for evaluation purposes, and the importance of
esach sub-division in arriving at an overall evaluation. The
latter is responsible for the measuremsnt aspects of all evalua-
tions and the determination of which personality traits or atti-
tutss are feasible of msasurement in a particular situation.

The manuval is divided into two parts, Part I'is a general
discussion of the training svaluztion system and the principles
followed in its development; Fart II contains the specifie inatruc-
tions for completing a form which is to be utilized as a basic
instrument in all courses where evaluation is conducted.
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Pext 1
GENERAL

Purpoge of ths Forp

1. The primary purposs of a training evaluation form is to provide a
report to students® supervisors of what the student learned and how well he

. learned it. A subsidiary, although still major purposs, is to provide in-

formation ugeful for assignment and career management purposes. In ths light
of this dual purpose, the form has been designed to obtain reports on ihe
knowledge and skills taught as specifiec geals of the course and whatevar

is made for collection of incidental obssrvations which, while not of value
when reported in a single course, may assums value when edded to information
obtained from other courses or job performance. The form is pot designed as
& personnel action instrument, but as a msans of recording and trensmiiting
information which, when intagratec with otber information, will ald in deal-
ing wisely with the individual.

2, Several specific principles were kept in mind in designing the pro-
cedure and form. The procedure is aimed at obtaining an integrated picturs
of the individual over his entire training period. The form pesrnits flaxi-
bility both in terms of what knowlsdge and skille are taught and what may be
observed. Changes can be mads in the course emphasis without altering the
form. The principls is emphasized that only vhat ean be observed or mcasured
should be reported. Katings are obtained only when situations pernit the
neosssary kind of observation, Questions on matters of importance for which
systematic observation is not possible are included toc pick up aecounts of
significant incidents that are obssrved, Wheres incidental observations of
personality traits are recordsd, instrustions call for only those that r3ally
charagterize the student in an ocutstanding manner.

3. In recording the information an effort has been made to make i% as
explicit as possible to aid in meaningful interpretation., Instructors:
evaluations and judgments are distinguished from facts such as objective
test scores or other numerical measures. The fact of tha studentls stand-
ing in relation to courss standards ig distinguished from the evaluation of
his performance in terms of his normal conpstitive group; e.g., teking into
account his age, experienoce in CIA, grade, and typs of career. There is also
a distinction made between what is systemetically taught end what is 130de
dentaily observed. Finally, thers are distinctions made among knowledgs,
skills, and other characteristics which are reported. '

Seperal Irocedure

1. The forms will be completed partly by the Assessment and Evaluation
Staff and partly by the instructional staff.
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2, Identifying information and objective scores will be sntersd on tha
forms by the Assessment and Evelustion Staff in the early rart of the course
prior to turning them over to the instruetional astaff for completion, The
completad evaluation will be signed by the chisf instructor or a member of
the instructional starf designeted by him, and returned to the Asseszment
and Evaluation Staff for tranamission to appropriate offices. The sscond
part of this manual provides specific information and dirsctions to guide

instructors in using the form.
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Part 11
SIECIFIC INSTRUCTIONS

Section I: Identifying Informa*ion

1. Purpose: To provide necessary identifying information about ths
student and his course attendanee record.

2. A/E responsibility: To secure the necessary identifying informa-
tion from the Registrar and (with the exception of absences) to complate this
section of the report prior to the end of the courss but bafore turning the
report forms over to the echief instructor,

3. Instructors! responsibility: To enter the number of absences to the
nearest half-day; e.g., 2 1/2.

1. Purpose: To record observations of any outstanding incident whish
may be of significance from a career point of view. This ssction consists of
several questions having imporitent implications but for which the conditions
of a particular course do not provide a basis for making fine distinctions.
Thege questions c¢all only for a "Yes®™ or "No" answer, In each case the "Yes™
answer is the one having possible sighificance, and a brief description of
the type of behavior observed showid be given in such cages. The first five
of these questions concsrn incidents which may have pegative implications for
a studentis career potential, while the last (F.) asks for any outstanding
trait or characteristic, whather favorable, neutral, or unfavorable, Mention
of characteristics ranging from a very spscific irritating habit to a iem-
peramental disposition would be appropriate here. ™es™ answers will be rere
where there is limited opportunity for observation.

2, Instructors’ responsibility:
a, To encircle “Yea™ or "No" as appropriate for each gquestion.
b. 7To give a brief deseription of the bashavior observed as
the basis for each "Yes™ answer.

Note: The appropriate training official should ingure that sach
instructor participate in ths answering of the questions. Note further
that for Questions A through E, being based on specific observation, it
is not necessary for instructors to agres for the questions tw be answersd
“Yes.” Thus, cbservation on the part of any one instruetor should be
indicated by a “Yes” answer. Explanation of "Yes” answers should in-
clude the nuber of incidents upon which the answer is based.
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C. Segtion IIl: _Enowled .

1. Purpose; To ‘provide both relative numericel standings and instructors’
evaluation of the degree of mastery of courss oontent. The relative standing,
vwhich is based upon examination, reports, and other numerical grades, will be
in terms of centiles. A csntile score tells what percent of pecple in a group
an individual exceeds. For example, a ocentile score of 75 mesans that the
student®s score is better than thoss of 75% of the group with which he is
being compared., The evaluation, which is in terms of & "superior-excellent-
satisfaetory-poor~-failure™ gscale, is a judgment based upon all informetion:
test scores, interviews, impressions based upon slass participation, ete,
This evalwation is therefore broader than the centile standing, and may mot
ocorrespoad to it in every case. Overall acedemic evaluations are also in-
cinded in this section: overasll standing, combining all the test soores and
other nunsrical data, and an overall evaluation made by the instructors.

2. Instructors’ responsibilities: '

: 8. To notify A/E at the beginning of the course of ths list
of topics or course components for which separate grades will be
given, and the relative weight to be assigned to each.

. b. To supply A/E with numarical test scores for each topic
or componsent of the course as soon as it is feasible after tests
have been scored.

¢. To write in the "Instructors’ Rating,”™ using the abbre-
viations "Sup,” "Ex,® "Sat," "Foor," "Fail” for the corresponding
scale categories,

3. A/E responsibilities:
8. To oomplste thke column headed "Centile Standing." ,
b, To indicate the number of studenta and nunmber of classes

upon which ths centile standings are based,

¢, To furnish instructors information concerning the dis-
tribution and level of ability of a particular class to permit cali-
bration of the evaluation scale from class to class. This
inform tion will be supplied as soon as it is accumlated.

1. Furposs:

&, To record informetion concerning skills observed during
the courss, Evaluations will be by instructors and/or stufents,
Instructors? ratings may be based on cowse instruction or inci-
dental obssrvations. The "Course Instruetion” colum will be used
to report ratings on skills which are speseifically intended to be
an oulcome of the courss. Numerical grades and svaluations will be
mada for these., The “Incidental Observation® eolumn will be used
to report evaluations {™Superior,” "Excellent,” etc.) of skills
which may be obssrved for every student in a class, but which are
not part of the goals of the course, A skil) should be rated for
eyery student in a clasa if rated for anyone, whether it be judged
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as "Courss Instruction” or as "Incidental Observaticn.”

b, Skills to be ratad under "Courss Ingtruction” will be
determined by A/E after conferences with instructors. Theas con-
ferences normally will be hald prior to the beginning of the courss.
Two skills with some possibility of being observed in most courses
are listed on the form,

S, Associate ratings of skills will be in terms of contile
standing . Skills to be rated by associates will be determinac by
the A/E Staff,

d. The group used as ths basis for centile scores will be an-

tered by A/E,

2, Instructors® responsibilities:
8. To inform A/E of the skills to be rated on the basis of
"Course Instruction,”
b, To consult with A/E to determine what skills will be rated
on the basig of incidental observations.,
¢s To enter ratings of skills that are svaluatad,

3. A/E responsibilities:
. a. To determine the skills to be rated by associates,
b. To decide after conference with instructional ataff, ¢kills
to be rated by instrustors on basis of ineidental observation,
¢, To devise procedures for cbtaining ratings.
d. To enter centile standings. :

1, Furposs: To acoumulate information concerning psrsonality traits and
attitudes which may be useful in career planning, :

2. Instructors’ responsibility: '
&, Adainister or complste rating forms which will be provided
by A/E when ratings are to be mads.

3. A/E responsibilities:
&, To determine the traits or attitudes, if any, to be rated in
each course and provide proceduras for obtaining them.
b, To enter eentile scores.

1. Purpose: To provide for an overall evaluation of the student's per~
fornanoe by the instructors » based on all of the information availabie from
both formal evaluations throughout the course and informsl obssrvations of the
student. This evaluation should permit the consumer to evaluate the student
in respect to his normei competitive group, i.e., to taks into account his age,
Agency experience, grade, and gensral area of work.
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2, Instructors' responsibilities:

&, To deternine an overall rating for each student and anter
it on the form, _

3. A/E responsibility: Nons.
Section VII: Commepts

1, Furpose: Explain any factors not reportad elsewhers which mey be of
interest in interpreting the evaluation of the studsnt, %he informetion nay or
may not concern extenuating circumstances. This section should be left blenk
unless there is available important information pet already reported,
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